
 

Processing Tips and Tricks 

Lately we have identified a few processing practices that have been causing delays or errors. Below are 

some of the delays and the correct procedures to avoid them. 

 

Set Up Account Before Submitting Paperwork 

If you use the Add Account feature in New Business Solutions, and create paperwork from here, it is best 

practice to click the ‘Set Up Account” button before submitting this paperwork to the vault. This gives 

you a bundle number that you can then submit paperwork to, and if you are setting up a brokerage 

account, it will generate an account number as well. If this is not done, we have seen instances of 

paperwork being held up in the system, because the bundle that is generated is attached to an “Add 

Account” session that has not yet been submitted. This will also help to prevent problems with the next 

topic.  

Sponsor Transaction Search by Bundle Number 

When submitting new account paperwork for a sponsor account, it is easy to have the Sponsor 

Transaction Trade Ticket (NBTR) end up in a different bundle than the rest of the paperwork. This causes 

processing delays, and it may cause our office to send bundles back to you because we do not see the 

other bundle. To combat this, when entering a Sponsor Transaction, you should be searching for the 

client record by the existing bundle number. If you search for the client record using other fields, the 

NBTR will be sent to a new bundle. 

 

 

Print to PDF 



If you are uploading a PDF to the Securities America Vault that still has fillable PDF fields, the 

information in the fields will most likely not be included in the version that makes it to Securities 

America. This is because SAI captures an image of the document, and not the information contained in 

the text fields. The best way to prevent this from happening, is to use the built in PDF Printer that is 

most likely already on your computer. When you choose the PDF Printer, it allows you to save a new 

version of the PDF to your computer. When this version is uploaded to Securities America the text fields 

will be captured in the document.  

 

 

 

Forms Library- DocuSign Double Printing 

Many offices find it convenient to download servicing forms from the SAI forms library, fill them out, 

and then upload to the DocuSign website directly to send them out for signature. While this is easy and 

efficient, we have identified a few forms that when uploaded to the DocuSign website, have a glitch 

where the fillable fields “double print” making the instructions un-clear.  

 

 

Forms with known issues are: 

NFS Transfer on Death Agreement (TODA) 

Pershing Transfer on Death Agreement (ITOD) 

Pershing Periodic Buy/ Sell form (PPBS) 



There may be other forms with fillable fields that have issues that have not yet been identified, so 

please go through your entire set of forms after you upload to DocuSign. If you are using one of the 

forms above, or if you find a new form that does this, it can be fixed by printing to PDF as explained 

above, and re-uploading to the DocuSign website. 


